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STATE OF MONTANA 
JOB DESCRIPTION 
Montana state government is an equal opportunity employer.  The State shall, upon request, provide reasonable 

accommodations to otherwise qualified individuals with disabilities. 

Job Title:  Area Shop Superintendent Position Number:  66032, 66043, 66053, 66066, 

66202, 66406, 66511, 66604, 66707, 66810, 66906                    

Location:  Statewide Department:  Transportation      

Division and Bureau:  Districts    

 
Job Overview:   

This position serves as the District or Area’s Shop Superintendent and is responsible for planning 
and administering various Equipment Program operations and activities, allocating and managing 
resources (i.e., personnel, budgets, and materials), and providing guidance and technical assistance 
to other District or Area managers and staff related to operation, maintenance, procurement, safety 
and other issues.  The position is also responsible for managing the ongoing operation and deliver 
of Maintenance Shop equipment and services, including satellite shops located throughout the 
District, and performs a variety of other management and technical duties as assigned.  The position 
reports to the District or Area Maintenance Chief and provides direct or indirect supervision to 
Shop personnel. 
 

Essential Functions (Major Duties or Responsibilities): 

Area Equipment Program Administration – 50% 
 

• Directs, plans, and coordinates various District or Area Equipment programs.  Develops 
short and long-term plans and objectives to ensure that programs comply with Department, 
State, and federal standards as well as technical specifications and operating standards.   

• Develops and/or recommends program policies, procedures, guidelines, and standards that 
agree with State and federal requirements and provide flexibility for implementation and 
coordination with other District and Division personnel, contractors/consultants, federal 
requirements, and other components.  Monitors the effectiveness of District or Area 
Equipment program policies and procedures and evaluates options and opportunities to 
improve quality, efficiency, and cost-effectiveness. 

• Monitors compliance with established operational policies and procedures and achievement 
of goals.  Monitors compliance with established policies in programs and reviews and 
recommends atypical or developmental systems, specifications, and applications.  
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• Provides information for the preparation of biennial budgets.  Develops recommendations 
for allocations for annual fiscal operational plans and recommends spending priorities. 

• Monitors program expenditures within the District or Area Equipment budget to ensure that 
money is allocated as designated and tracks funding levels through review of financial 
reports and approval of expenditures.  Reviews and approves all requisitions, payrolls, 
expense claims, vendor claims, etc. for District or Area Equipment programs. 

• Coordinates procurement and contract administration procedures for goods and services to 
ensure quality and compliance with terms and conditions of various agreements.   

• Provides consultation and technical expertise to District, Area, Division and Department 
managers and others regarding vehicle and equipment operations, maintenance, repair, 
procurement, safety, and other issues.  Develops solutions to a broad range of equipment-
related problems to ensure compliance with operational and safety requirements. 

• Proactively researches and evaluates new or alternative vehicle and equipment design 
specifications; operating procedures; safety standards; maintenance requirements; and 
other factors to devise new plans, specifications, and procedures that maximize operational 
effectiveness, safety, and cost efficiencies. 

• Serves as a member of the District or Area Management Team and Division Equipment 
Management Team. 

 
Maintenance Shop Management – 35%  

• Develops and revises short and long-term work schedules, priorities, and contingency plans 
to maximize the quality, availability, and cost-effectiveness of operations and services.  
Evaluates staff competencies, specific project requirements, seasonal demands, urgent or 
emergency requests, and other variables to determine appropriate staff and resource 
allocations.   

• Directs and coordinates maintenance and repair activities to ensure the availability, safety, 
and operational effectiveness of the District or Area’s vehicle and equipment resources.  
Develops and establishes preventative maintenance schedules based upon specific vehicle 
and equipment types and requirements; oversees scheduled maintenance; and approves 
repair and/or replacement requests. 

• Determines the need for and coordinates vehicle and equipment replacement and repair 
parts by assessing current operating condition and serviceable life expectancies; evaluating 
available replacements and developing specifications; coordinating the development of bid 
solicitations; selecting providers; and ensuring the quality of delivered products. 

• Manages motor pool vehicles assigned to District/Area shops and equipment inventories to 
ensure availability, security, safety, and operability.  Develops and establishes procedures for 
access, operation, transport, and return; develops inventory projections and coordinates 
individual and term procurements; oversees tracking of use, transfer, retention, and surplus 
inventories; monitors safety and security of vehicle and equipment storage; and resolves and 
reports policy infractions as necessary.   

• Establishes and administers staff and equipment safety programs to ensure a safe working 
environment for employees and promote responsible and effective vehicle and equipment 
maintenance, operation, and storage.   

• Coordinates and oversees the ongoing development and maintenance of the MDT’s 
Equipment Management System (EMS) module.  Coordinates with other Division, District, 
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and Area staff, Shop Superintendents, centralized information systems specialists, and/or 
vendors to identify changing Division, District or Area needs, existing system functions and 
operations, and system development plans; oversees system development, installations, 
upgrades, and other modifications; and coordinates with Department specialists and/or 
vendors to resolve technical problems and troubleshooting issues. 

• Coordinates and oversees the District or Area’s Hazardous Materials program to  ensure 
compliance with State and federal regulations; coordinate appropriate responses to threats 
and accidents; and ensure public, employee, and environmental safety.  Secures and 
maintains Hazwoper certification as directed. Liaison with Department of Environmental 
Services Bureau; disseminates new information regarding hazardous waste handling, 
labeling, storage, tracking, and disposal to other Division, District or Area staff.  

• Directs and coordinates the operations and activities of satellite shops located throughout 
the District or Area.   

• Identifies and coordinates employee training programs to ensure staff knowledge and 
competencies.  Evaluates employee performance, maintenance and repair records, new 
procedures and technologies, recurring problems, and other identifiers to determine 
training needs; coordinates training sessions; and evaluates the effectiveness of training 
programs through subsequent monitoring 

• Provides advanced technical assistance in the diagnosis and repair of complex mechanical, 
electronic, and computerized systems.  Serves as the District or Area chief technical expert in 
the operation and maintenance of a diverse array of vehicles and equipment. 

• Coordinates with other State, county, and local government agencies regarding District or 
Area equipment leases, motor pool use, public and environmental safety issues, public or 
official complaints, and other issues to resolve problems and promote effective interagency 
coordination. 

 
Staff Supervision - 10% 

• Direct supervision of various technical and administrative staff (varies by district) to ensure 
development and maintenance of employee competencies as outlined in individual job 
profiles.   

• Monitor and manage the performance of all positions directly supervised and complete 
performance appraisals to ensure accounting proficiency levels are maintained.  Implement 
and monitor corrective action including discipline when necessary.  Resolve staff grievances 
at the lowest level possible. 

• Coordinate or provide training for subordinates and ensuring the efficient implementation of 
training programs.   

Other Duties – 5% 

This position performs a variety of other duties necessary to define and fulfill the Department 

mission and Division objectives.   

 

Supervision 
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The number of employees supervised is: Varies Statewide 

The position number for each supervised employee is: Various 

 

Physical and Environmental Demands:  

Significant physical demands related to occasional lifting of up to 80 pounds (and occasionally 
greater weights); climbing and bending to configure, inspect, and directing equipment repair; and 
operating gas, diesel, and electrically powered equipment.  The position involves occasional 
overnight travel throughout the District or Area in excess of 300 miles per month (often on short 
notice, weekends, and holidays) and working outdoors in all types of weather. 
 
The work environment involves exposure to harsh or caustic fumes, dust, extreme temperatures, 
wind, rain, and snow.  Hazards associated with the work can be significant.  The majority of the 
work is performed in an active equipment shop and in the field with heavy machinery such as front-
end loaders, pavers, scrapers, rollers, and forklifts.  The work also involves and risks associated 
with working with hazardous materials such as acids, solvents, fuels, electrical components, and 
other hazardous materials and chemicals.  The risks of the work are such that extensive training in 
safety practices and procedures is required.  Due to the nature of work elements (e.g., heavy 
equipment, caustic materials, etc.) and hazardous tasks, there is potential for significant personal 
injury. 
 

Knowledge, Skills and Abilities (Behaviors):  

The position requires extensive knowledge of mechanical and electrical engineering principles; 
program planning, management, budgeting, and accounting; fleet and inventory management; 
specialized equipment operating standards; principles of advanced mechanical, electronic, and 
computer-based maintenance and repair; hazardous materials regulations and requirements; 
workplace safety, Worker Compensation, and ADA policies and requirements; contract 
administration; and budgeting.  Supervisory responsibilities require knowledge of State and 
Department personnel procedures and policies, employment law, program requirements, and 
personnel management practices and techniques. 
 
The position also required advanced skills in analyzing and diagnosing mechanical, electrical, and 
computer-based vehicle and equipment problems; managing multiple staff, priorities, and 
resources under inflexible and occasionally emergency circumstances; translating technical 
information to broad audiences; and interpreting and applying policies, procedures, and regulations 
to unique circumstances. 
 

Minimum Qualifications (Education and Experience): 

The required knowledge and skills are typically acquired through a combination of education and 

experience equivalent to a related Bachelors degree. 
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This position requires a minimum of 4 years of progressively responsible mechanical experience 

that must include light and heavy duty vehicle and equipment repair and shop management.  This 

position requires a minimum of 2 years of supervision or team lead experience.   

Certifications, licensure, or other credentials include: Requires a Type II, Class A Commercial 

Driver’s License with an air brakes endorsement as well as a medical certificate.  Also requires 

specialized training in safety procedures upon acceptance; and is required to pass random drug and 

alcohol tests throughout the term of employment.   

Alternative qualifications include: Any combination of additional related work experience and 

education equivalent to the minimum qualifications. 

 

Special Requirements: 

List any other special required information for this position 

 Fingerprint check 

 Background check 

      Union Code 

 Valid driver’s license 

 Pre-employment drug test 

      Safety Responsibilities 

The specific statements shown in each section of this description are not intended to be all inclusive.  

They represent typical elements and criteria considered necessary to perform the job successfully.   

Signatures 

My signature below indicates the statements in the job description are accurate and complete. 

                         

 Immediate Supervisor  Title     Date 

                         

Administrative Review Title     Date 

My signature below indicates that I have read this job description. 

                         

Employee    Title     Date 
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Human Resources Review 

Job Code Title:  Mechanic Manager Job Code Number:  T3301M                

My signature below indicates that Human Resources has reviewed this job description for 

completeness and has made the following determinations: 

 FLSA Exempt        FLSA Non-Exempt 

 Telework Available        Telework Not Available 

 Classification Complete      Organizational Chart on file 

 

Human Resources: 

 

 

Signature   Title     Date 

 

 


